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AFMC Commander'sPolicy Directives

DEVELOPMENT AND IMPLEMENTATION
GUIDANCE AND PROCEDURES

NOTICE: This publication is available dgitally on the HQ AFMC WWW site at: http://
afmc.wpafbaf.mil. If you lack access, contatyour Publishing Dstribution Office (PDO).

OPR HQ/AFMC/XP (Mr Steve Druhe) Certified by: HQ AFMC/XP
(Major General RobertJ. Courter,Jr.)
Supersedes AFMCI 500-101, 21 Decenab 1995 Page

Distribution: F

This indruction provides specific guidance and procedures for implementing AFMC Pdicy Diredive
(AFMCPD) 500-1, Commarst's Policy Directives.lIt includes guidancen format, tming, and distribu-
tion of Commander's Policy Directives. Reference 3%B60,Volume 1, Communications and Imfo
mation - Publication®anagement Progam.

SUMMARY OF REVISIONS

This revision updates the prosefor developing Commaeds Policy drectives. It makesptional the
previous requirement for each commander's plicy to contain ameasure, makesoptional the previous
requirement for a supporting deployment/employment plan or AFMC Instru@rhjncludesffice of
primary responsibility (OPR) procdures to rescind 500-gries Policy Directies ard Instructions (para-

graph 6).

1. Introduction. AFMC Commander'Bolicy Directives are an integral part of the commaapsation.
Commanders policiesare linked to the command mission and support the Air Force vision, misson,
goas, and misson esential tasks. To ensure a full understanding of the ole of Commander's Policy
Directives, writas of commanda's polioy shoutl become familiar wh the AFMCPD 500-series.

1.1 Commander'®olicy Directivescontain"what to do" direction When neeed, the OPRprovides
"how to do"implementing guidance in an AFMC Instructio(AFMCI) or in a deployment/employ-
ment plan.

1.2. AFMC Commanders Policy Directives aredifferent from functional or business ara AFM-
CPDs. Commander's Policy Directives proside braad over-arching direction, with commeand-wide
andmulti-functional appication. Functionaly or businessraaChief Operatirg Officer (COO)
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signed AMCPDs provide direction covering aesfic function or busings area. Seeattachment 1
for a decription of the \arious types of policies ahnstructions.

1.3 If policy execution needs to berdacked, tte OPR may incorpeate a Peiormane Measure (oper-
ational orcost performance) in tte policy.

2. Format. Commaner's Policy Directives are nmore than two pages in lengthmited to four defined
paragaphs(one opional), and limted b three opibonal attachments.

2.1. Format CommanderRolicy Directives adollows:
PARAGRAPH CONTENT

1 Policy Pupose

2. Policy Statement

3 Responsibdity

4. M easurement (optional)
Attachment one Frformance Measurement (optioral)
Attachmern two Poliy DeploymentEmploymen Plan(optional)
Attachmert three Tems and Acronyms(optional)

2.2. Policy Pupose. This paragngh specifically states the dsired outcomedirected by thepolicy.
When pasible, the policy purpose should i®ated to the Air Force gion, mission essential taks,
core compaencies, or gals, and/or the commahmission, taks, goas, and objetives. If the policy
employmenis tobe meaured,the purpose statement estabies tte basis formeasurement.

2.3 Policy Statenent. This paragraph detanghat will be done to effect the directed outcome. The
policy statement tellsWhatto do"rather than "how to do," gging ation agencies in sedcting appro-
priate actions.

2.4. Respansibility. Commander's Poky Directives identify who will comply with the policy and
the pecific actionsthe policy drects. Further clarifi cation of responsibility may be included in a
deployment/emplayent plan or in an mplementing AFMC Instructon.

policy execution. You may usean existing pgormancemeasure odevelgp anew peformance mea-
sure to lirk the policy withaction. Relatethe measte to thepolicy purpose since the measureusu-
ally the degee o which the policy purposes achieved. Desibe how the mesureis to be used, who
acts on the nasure,and whatresults requie action. Dsign the meaure to graphically displayeqp-
formance oer time (rend). If youinclude a mesurement, you must cite . MTC-XP(AR)9302
for meaurementreporting (AFl 37-124,The InfamationCollection and Rports ManagmentPro-
gram, Para 2). These reports areedignatedemergency setus codeC3, continuereporting during
emergencyondtions, delayel precedene (AFI 137-124, Para.B).

2.6. Attachment One (Masurement). Thiattachmentfurther defines ho pdicy implenentation is
measurd and givesan exampé of how data is captured, anatgd/pocessed,and preented.

2.7. AttachmentTwo (Policy Deployment/Enployment Plaip The policy GPR, uswally a headqar-
ters functional heador business ara COO,recommends if th policy requires a @ployment/employ-
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ment plan to ensure command-wide implementation. A policy deployment/employment plan is no

more than two pages in length. It may include the methodology to communicate the policy to the tar-
get audience and to reinforce the policy message on a recurring basis, for example, videotape, mes
sage, announcement, VTCN, slides and script, an Internet web site, etc. It may also describe feedbac
mechanisms used to ensure the right audiences receive and implement the policy. Attachment 2 sug
gests topics that might be included in a deployment/employment plan.

2.8. Attachment Three (Terms and Acronyms). Attachment 3 defines terms and acronyms, and is
needed when the quantity of terms and acronyms is too large to define in the body of the policy.

3. Preparation.

3.1. Preparation Time Line. In order to implement commander's policy quickly, Commander's Pol-
icy Directives are assigned, developed, and signed within 60 calendar days. The clock starts when th
Commander or senior leader directs development of a Commander's Policy Directive. The clock
stops when the policy is sent to the command section for signature. The following milestones are rec-
ommended for allocating the 60-day target:

DAY ACTION

1-21 Write initial draft (OPR)

22-2¢ Initial edit (HQ AFMC/SCD)

24-4¢ Senior leadership review and comment resolution (coordination, discussion, etc.)
45-55 Prepare final draft (OPR)

56-57 Coordinate AF FORM 673 (OPR)

58-59 Final edit (HQ AFMC/SCD)

60 Send to command section for approval and signature (OPR through XP)

3.2. Requirement. The Commander determines the requirement for a Commander's Policy Directive.
HQ AFMC 2-letter offices, business area COOs, and center commanders may identify requirements
for Commander's Policy Directives to the Commander.

3.3. Assignment. HQ AFMC designates policy OPR based on policy subject content.

3.4. Style. Write Commander's Policy Directives clearly and concisely. Avoid using functional jar-
gon understood by only a few readers; instead use familiar, simple words and phrases understandab
throughout the command. Keep sentences short, especially tasking sentences. When possible, use t
active voice. Since they are directives, orient commander's policies around "will" instead of "should."

3.5. Initial Draft. The OPR, in coordination with any appropriate stakeholders (command-wide), pre-
pares the first draft of the proposed policy. The OPR resolves stakeholder comments. In rare case:
the OPR may need to elevate an issue to the director-level, business area COO, or to the Commande

3.6. Initial Edit. Submit the policy on paper and diskette (Word 97) to HQ AFMC/SCD.

3.7. Senior Leadership Review and Comment Resolution. The OPR leads a review of the proposec
policy with the appropriate senior leadership. Comments may require resolution at the business areg
Executive Team, or Commander's Conference level. If comments warrant, provide the Commander &
background paper and an information copy of the policy for decision.
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3.8. Prepare Final Draft. The OPR incorporates any changes made during senior leadership review,
including any command section comments.

3.9. Coordination. The OPR uses an AF FORM 673 for final coordination. Major stakeholders (if
any) coordinate in section Il, the OPR (three letter) signs block 17 as certifying authority, and the OPR
directorate, business area COO, or staff office, (two letter) signs block 20 as approving authority.

3.10. Final Edit and Format. The OPR submits the coordinated and signed AF FORM 673 along with
a paper copy and diskette copy (Word 97) of the policy to HQ AFMC/SCD.

3.11. Approval and Signature. The OPR sends the policy through HQ AFMC/XP to the command
section for approval and signature. The package includes the policy for the Commander's signature,
the signed AF FORM 673, and if necessary a summary of the changes made as a result of command
leadership review. The conveying Staff Summary Sheet summarizes the action directed by the pro-
posed policy.

Distribution. HQ AFMC/SCD electronically posts AFMC Commander's Policy Directives to the

AFMC Publishing Distribution Library.

5.

4.1. The OPR submits the signed original Commander's Policy Directive, a copy of the policy on dis-
kette (Word 97), and the signed original AF FORM 673 to HQ AFMC/SCD.

4.2. Commander's Policy Directives are posted on the AFMC World Wide Web (WWW) site at http:/
Iwww.afmc.wpafb.af.mil/pdl/afmc/500afmc.htm.

ChangesThe Commander, a HQ AFMC 2-letter office, business area COO, or a center commander

may recommend a change to a commander's policy to the policy OPR.

6.

5.1. The OPR revises a Commander's Policy Directive by sending paper and diskette copies of the
revised policy to HQ AFMC/SCD who arranges electronic distribution. The 88 CG/SCCIAP
announces the change in the AFMC Publications Bulletin. As required, the OPR announces the
change to target audiences by letter, e-mail, etc. The OPR decides the level of coordination or
approval required, based on the substance of the change. As a minimum, coordinate with major stake-
holders. Significant changes may require reissue of the policy using the steps for developing new pol-
icy.

5.2. Commander's policy OPRs must annually review their Commander's Policy Directives for rele-
vancy and currency.

5.3. At change of command, HQ AFMC/XP leads the process to review and reissue Commander's
Policy Directives, as directed by the new Commander. The process includes the policy OPR (two let-
ter) recommending each policy's continuing relevancy, determining requirement for rewrite, staff
review, and recommending the Commander's approval and signature.

Policy RescissionWhen the Commander rescinds a commander's policy or instruction, the OPR pre-

pares and sends an AF FORM 1382, Request for Review of Publication and/or Forms, to HQ AFMC/SCD
(for commander's policy) or to 88CG/SCCIAP (for instruction) requesting rescission (check block 9. F).
The form is coordinated as appropriate and signed by the OPR's two-letter.

Responsibility.
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6.1. Directorate of Plans and Programs. HQ AFMC/XP is responsible for managing the Com-
mander's Policy Directive program (AFMCPD 500-series) and the implementing AFMC Instruction
(AFMCI 500-101). HQ AFMC/XP oversees the timely development, integration, and dissemination
of new Commander's Policy Directives.

6.2. Policy OPR. The policy OPR writes the policy, interfaces with HQ AFMC/SCD, leads stake-
holder review, ensures review by the appropriate senior leadership, resolves issues, determines potel
tial AFMC/IG involvement for compliance verification, completes the AF FORM 673, submits the
proposed policy to the Commander, reviews the policy before distribution, annually reviews the pol-
icy for currency and relevancy, and recommends rescinding the policy when it is no longer needed.

6.3. Stakeholders. The stakeholders (policy implementers) participate in the policy development and
implementation process. They review and comment on a proposed policy, resolve issues, and a
required report on policy deployment and employment.

6.4. Senior Leaders. HQ AFMC 2-letter offices, business area COOs, and center commanders iden
tify requirements for commander's policy to the Commander, participate in resolving policy issues,
and are responsible for policy deployment and employment.

6.5. Directorate of Communications and Information. HQ AFMC/SC provides guidance on policy
format, edits proposed Commander's Policy Directives, electronically updates the AFMC Publishing
Distribution Library, and maintains the official publication record file.

6.6. 88 CG/SCCIAP. SCCIAP announces new, revised and rescinded Commander's Policy Direc-
tives in the AFMC Publications Bulletin, and updates the AFMC Index 2, Numerical Index of AFMC
Publications.

GEORGE T. BABBITT, General, USAF
Commander
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Attachment1
POLICY TYPES

AIR FORCE DIRECTION

AF POLICY DIRECTIVES
“What” to do--functional processes
Most institutionalized

Functional signs

Measure required

Endures change of command

J
AF INSTRUCTIONS
“How” to do--implement
Functional signs
Endures change of command

(Commands may not write
command policies to supplement
Air Force Policy Directives.
Commands may write command
instructions to supplement

Air Force Instructions.)

J
AFMC INSTRUCTIONS
“How” to do--supplement AFI
Functional/Business Area COO signs
Endures change of command

POLICY TYPES

AFMC DIRECTION

AFMC POLICY DIRECTIVES
“What” to do--functional processes
Most institutionalized
Functional/Business Area COO signs
Measure if needed

Endures change of command

J
AFMC INSTRUCTIONS
“How” to do--implement
Functional/Business Area COO signs
Endures change of command

COMMANDER‘S POLICY DIRECTION

COMMANDER’S POLICY DIRECTIVE
“What” to do--over-arching processes
AFMC/CC signs

Measure if needed

Sunset clause (change-in-command)
Deployment/employment plan if needed

Y
AFMC INSTRUCTIONS (if needed)
“How” to do--implement
AFMC/CC or AFMC/CYV signs
Sunset clause (change in command)
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Attachmern 2
DEPLOYMENT PLAN

AFMC COMMANDER’S POLICY DIRECTIVES
DEPLOYMENT/EMPLOYMENT PLAN
SAMPLE FORMAT (For use as applicable)
Policy Title/Number:
HQ AFMC POC: Office symbol, address, DSN, and fax DSN of the HQ AFMC POC.
Policy Purpose. Summarize the actions driven by the proposed policy.
Target Audience. Identify the target organizations or functions.

Dissemination. Describe the plan to distribute the policy to the target audience, in addition to normal
posting of the policy on the AFMC World Wide Web site.

Milestone Chart and/or Annual Cycle Chart. Provide milestones for policy implementation.

Implementation Guidance. Provide any additional guidance needed to assist the target audience to
implement the policy.

Feedback. Feedback required to ensure the target audience received the policy, is employing the policy,
and the policy is driving the right behavior.

Follow-up. State the plan to reinforce policy deployment/employment.

Policy Update. Describe what actions are taken and who takes the action when the policy does not drive
the desired actions.

Completion Criteria. Describe the circumstances that will drive a recommendation to rescind the policy,
such as institutionalization of the desired behavioral changes.
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